Script notes – Live Events review

Opening slide – Welcome to the sovereign masquerade ball event review
Slide 2 – concept...aim...date...demographic
Slide 3 – the teams' roles
Slide 4 - responsibilities
Operations
· Checklist
A detailed checklist was created to ensure that all required tasks, recources and procedures were completed on time for the event. This helped monitor progress, maintain organisation and reduce the risk of forgetting important factors for the event.
· Timetable
This structured timetable was developed for all organisers and staff to follow for approximate timing for the event. From experience, timing doesn't always go to plan, so this timetable was effectively guidelines to ensure nothing was missed from service, to when the singer played, raffle tickets were roamed and operational timings such as doors opening, bar close and last orders.
· Risk assessment
The risk assessment was conducted at the first stages of planning, as we viewed and layed out the function room, and was edited the day of the event through doing my final walk around to identify developed risks for the evening event. Alcoholic substances were identified as a key risk for the event due to its location being close to wind street, an area known for its nightlife and high levels of alcohol. This increased the likelihood of intoxication and disorderly behaviours. These risks were reduced through security measures such as a walk through the venue every 20 minutes and monitoring guests with their drinks. One incident that accrued was an attendee falling outside due to intoxication, but this was quickly resolved with security and the available hydration station.
Another significant risk identified was attendees brining external alcohol into the venue. Under the security guidelines of the Dylan Thomas centre, bag checks were not required at entry points. As a result, a group of students were able to enter with a hidden 1-litre bottle of vodka into the venue, which was against the venue licence and event regulations. This links to the risk of over intoxication and alcohol abuse. And more importantly it is posed as a potential licensing and legal risk to the venue and unrelated alcohol not soled could lead to breaches of the health and safety act 1974.
· Risk register
The risk register was created to identify risks, the likelihood and impact and who would act and manage. This was unfortunately not followed throughout the night, but the team ensured that all risks were monitored, reviewed and notified.
· Gantt chart
A Gantt chart was created to visually plan and track the project from initial planning to the execution the week of the event. This was a successful chart used as it was updated daily by the team and I and was easy to read and know what was needed each week.
Slide 5
Here shows all the minutes taken each week for the preparation and tracking of the event. These show the information and details of all discussed in meetings. This was an effective way to keep track of what was said and what needed to be done for the following meeting.
Seen on the ride hand side is the staff register for the event – this shows the timing they were needed and who was assigned to do what. On the day, due to illness or unavailability this register was not followed but fortunately replacement staff were found in time for doors open.
Slide 6 – catering
See here the booking form for the event, this form includes the amount of covers for the event, the numbers of tables, chairs and additional set up and catering notes for the set up and catering staff for the event. 
Here shows the feedback from the menu – the result shows that the canapes were received very positively with a 78% rating of 5/5. With 1 respondent rating of 4, 1 rated 3 and 1 rated 1. overall, the results suggests that the catering side of the event was very successful and well enjoyed by guests.
Slide 7 – pics
Slide 8 – decor
· Colours in theme with the cancer research charity - centrepieces
· Black and gold for an elegant feel
· The little touches such as the masks on the burgers and ribbon in the colours of cancer research for the raffle prizes creates a strong sense of theme and attention to detail for the event.
· Responsible for the set up and breakdown post event as well as delivering all the decorations, raffle prizes and picking everything up them up the morning after
Slide 9 – leadership and teamwork
As the operations lead for the event, I felt like I took the main responsibility to oversee all aspects of the ball. Through setting clear goals each week through taking the minutes, it helped all departments stay on track and reach any deadlines needed to be met before the event. This leadership role came with delegating tasks on the night, and problme-solving any issues that needed to be adjusted before the doors opened.
Teamwork is an important aspect of any event. Using Tuckman's stages of group development, our teamwork throughout the stages have developed through many of his stages. The forming stage, we as a team came together to discuss the aims and objectives of the event and assign responsibilities. In the storming stage, challenges arose such as availability and the distribution of responsibilities, with individuals taking on more pressure than others. As planning progressed, responsibilities became clearer. The performing stage, the team and I worked effectively together to ensure a successful event. And then the adjourning stage involvedbreflecting on the success of the event through a post-event survey and addressing lessons learnt that can improve future events.
Through reflecting using Gibbs reflective cycle, the description of my responsibilities we’re to oversee all catering, decorations, set up, breakdown, and create an engaging and successful fundraising event for cancer research. For feelings, although taking on multiple roles was initially challenging, my hospitality ecpereince and organisational skills increased my confidence throughout the planning and delivery of the event. Through evaluation, the overall event was successful with all departments, but further analysing this, little challenges relating alcohol control and delegation highlighted areas for improvement. To conclude, the event achieved its overall aims and objectives and created a valuable experience in leadership, operations management, teamwork, and risk control within event management. And the action plan for future events would be to improve communication for responsibilities within the event and introduce stronger security and risk management procedures such as random bag checks and clearer venue polices.
Slide 10 – Belbin's team roles framework
My Belbin Team Roles results as implementer, coordinator and shaper were demonstrated throughout my roles as operations lead, catering and decorations before, during and post-event. Ad an implementer....
As a coordinator....
The shaper role was reflected in my ability to....
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Slide 29 – evidence documentation
Here shows the documented evidence taken by us, guests and the photographer during set up and the event itself
Slide 33 – cancer research donation
Slide 34 – what worked well
The flow of service throughout the night and menu tailored to all dietary needs for guests
Scheduling, planning and execution for operations and catering and leasing with kitchen and bar staff through the night
Slide 35 – challenges faced
· Unavailability from volunteers and organisers 
· meeting deadlines (drinks reception)
· teamwork regarding delivering and picking up decorations
· catering team set up day before event

Slide 36 – group work effectiveness

· Effective communication throughout the night 
· Positive team collaboration
· Strengths in leadership 
· Good personal skills regarding guests
· Adaptability throughout the night regarding challenges
· Managerial skills in taking responsibility

Slide 37 – lessons learnt

· not everything goes to plan
· flexibility and problem-solving skills are important when dealing with unexpected challenges
· time management is essential to ensure setup and catering

Slide 38 – what would we do differently

A more collaborative approach from organisers will ensure responsibilities are shared more effectively

Slide 41 – conclusion

summary
enjoyable experience for guests
successful in supporting the fundraising objectives for cancer research
good feedback from guests for menu options
successful collaboration with sponsorship regarding raffle prizes
increase in ticketing sales day before event
positive feedback from guests in the post-event survey

Slide 42 – thank you, questions




